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Over 20,000 business and industrial managers and 
systems people are now using the important work des- 
cribed here. The Prentice-Hall HANDBOOK OF 
SUCCESSFUL OPERATING SYSTEMS AND PRO- 
CEDURES, with FORMS is widely regarded as the 
most trustworthy and practical information in print on 
all the varied aspects of systems and procedures design 
and control. In the event that you have not yet joined 
this sizable body of your colleagues, we are sending 
you this invitation to examine it without cost — and 
ask that you do us the favor of returning the enclosed 
card marked either “yes” or "no." 
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07632 


Dear Sir: 

What would you pay to have your own portfolio of every key operating system 
and procedure used by leading business and industrial organizations. . . * 
including the ready- to-use forms, reports, charts, and graphs that make these 
systems work? 

Would you pay $100.00 for such a collection? $1,000.00? More? The fact is: 
prompt return of the enclosed Confirmation Card will put precisely such a 
portfolio into your hands. . .at absolutely no cost to you or your company I 

I refer to the HANDBOOK OF SUCCESSFUL OPERATING SYSTEMS AND PROCEDURES, 

WITH FORMS by the Prentice-Hall Editorial Staff in collaboration with 28 
business systems authorities, most of them highly-regarded certified public 
accountants . 

Yes, the handbook literally opens up for you hundreds of systems that have 
been tested and proved most efficient not only in accounting, but in adminis- 
trative control, in sales management, in personnel management, and in production 
control. . . 

and it goes far beyond merely calling the roll of working systems and procedures 
. . .even beyond thoroughly explaining eadh method and detailing its advantages 
over other systems. . .ijt gives you <a completely worked out form for each , one 
you can use as is, or have adapted to a specific need in no time at all. 

The monumental 777-page HANDBOOK is crammed with more than 500 working forms, 
report models, charts and graphs, model letters and memos — each explained, 
annotated, and worked out so you don 1 t have to imagine how a system actually 
works. . .you can see the forms out of which a procedure is built, with all 
its headings, sub-heads, side-heads, provisions for entry, etc. In short, 
you have a ready-to-use blueprint for the selection, installation, and 
control of any of the systems you select from the HANDBOOK. 

In addition, you are given the same, down-to-earth, immediately usable guidance 
in making a systems survey . . .in designing your new forms and setting up 
controls for them. . .and in developing policy and procedure manuals that 
insure your systems will work with maximum efficiency. 

A REAL BONANZA SECTION — CHAPTER 3 

Chapter 3 alone could be worth the price of the HANDBOOK many times over I 

This is the chapter that details the forms and reports designed to aid manage- 
ment in its fundamental function: making decisions . With it to guide you in 
making your proposals, you have a surefire blueprint you can follow to stack 
the cards in your favor. You are shown how to marshall your facts and how to 


present them in the language and with the supporting evidence management 
understands and appreciates. You are guided in the preparation of a 
"Schedule of Anticipated Costs". . .a "Schedule of Initial Investment, 

Net Profit After Tax, and Anticipated Cash Flow". . .and, especially, a 
unique "Visual Aid to Comprehension of Risk Appraisal." 

In addition, you'll find, among the 28 forms and charts in Chapter 3 alone, 
how to deal with such vital, decision-affecting factors as Breakeven , Profit 
Contribution by product. Sales Performance , Customer Profitability , and much 
more. 

If you are the one making the decisions, the one to whom key proposals are 
made, you'll see to it that they reach you in the factual, orderly, brief, 
objective-highlighted manner blueprinted in the HANDBOOK OF SUCCESSFUL 
OPERATING SYSTEMS AND PROCEDURES, WITH FORMS. 

"3-D" — AN IMPORTANT, ADDED FEATURE 

In section after section, the HANDBOOK goes into three-dimensional guidance: 
For instance, in Chapter 9: "Accounts Receivable Records" you are shown 
several (1) MANUAL systems including the "Ledger Card System," the "Open 
Invoice File System" and several "One-Write Systems" (with forms for each) . . . 

. . .then you are given several (2) MACHINE systems including systems 
employing punched cards, tub files, and so on. . . 

. . .finally, you see the methods of employing the new (3) COMPUTER systems 
in your business, with complete information on how to set up all-important 
che ck control s. 


In each case, along with the actual filled-in ledger pages or computer run- 
offs included with the test. . .so you can visualize exactly now each system 
would work for you. . .you are given the advantages and disadvantages of each 
system. . .so you can decide, on the basis of concrete examples, whether or not 
to "modernize" your procedures by going into more advanced equipment. 

SEE THE "HANDBOOK" FREE — FOR TEN DAYS l 
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We're so confident that this is the systems book you've long been hoping to 
find that we want you to see it, read it, USE it at our risk , not yours. 

Your "yes" reply on the enclosed card will bring you the 
Handbook for ten day * s examination. During this period 
you have the option of returning it at any time , with no 
further obligation. If you decide to keep it, only then 
put through payment of $19.95 plus a small postage— shipping 
charge . 

One favor. If you cannot accept this invitation. . .possibly because you 
already enjoy the use of the HANDBOOK. . .please check the card at "no" and 
return it. Better yet, pass this letter on to an associate you think should 
review the book. 


Sincerely, 

STEPHEN GREEN 
for Prentice-Hall, 


Sincerely, 


Inc. 
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THE PRENTICE-HALL 
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and Procedures, with Forms 


A management Guide to Selection, Installation and Control 
of Tested Business and Industrial Systems and Procedures 
. . . with ready to use forms, reports, charts and graphs that 

make them work ! 

- . i ■ 

>-■ 

CONTENTS 


'■'Vi ,, w- 

1. GENERAL-PURPOSE FINANCIAL STATE- 
MENTS by Richard J. K os smart, C.P.A., Arthur 
Young & Company , New York, N. Y. 

2. REPORTS TO AID IN MANAGEMENT BY 
EXCEPTION by Jim D. Savvas, Management Con- 
sultant, Bay City, Mich. 

3. FORMS AND REPORTS TO AID IN DE- 
CISION MAKING by the Prentice-Hall Editorial 
Staff 

4. FORMS DESIGN AND CONTROL by Alven 

5. Ghertner, Executive Vice President, Victor 
Business Forms, Nashville, Tenn. 

5. THE SYSTEMS SURVEY by Bernard B. Eder, 
C.P.A., Partner, Eder, Weltman & Co., Clayton, 
Mo. 

6. POLICY AND PROCEDURE MANUALS by 

Russell V. Puzey, C.P. A., Managing Partner, Fra- 
zer and Torbet, Chicago Office, III. 

7. SALES RECORDS AND REPORTS by Robert 

S. Byrne, Controller, The Mennan Company, Mor- 
ristown, N. J. 'rrr 

8. CREDITS AND COLLECTIONS by Richard 
Maras, Credit Manager, Jacques Kreisler Mfg. 
Corporation, North Bergen, N . J. 

9. ACCOUNTS RECEIVABLE RECORDS by 

Frank H. Moeller, Jr., C.P. A., Management Serv- 
ice Staff, Ernst & Ernst, St. Louis, Mo. 

10. PURCHASING DEPARTMENT RECORDS 

by Robert H. Oline, Manager, Management Con- 
trols Department, Peat, Marwick, Mitchell & Co.; 
and Frederick J. Schaettler, Branch Manager, In- 
ternational Business Machines Corporation, Provi- 
dence, R. I. 

11. ACCOUNTS PAYABLE SYSTEMS by Rich- 
ard H. Goldberg, C.P. A., Partner in Charge of 
Management Services Department, Aronson & 
Oresman, New York, N. Y . 

12. PAYROLL FORMS, SYSTEMS AND PROCE- 
DURES by Howard G. Acker, C.P. A., Partner, 
Wilfred Wyler & Co., New York, N. Y. 

13. PERSONNEL RECORDS SYSTEMS by 

George E. Parker, Vice President, Personnel Di- 
vision, Prentice-Hall, Inc., Englewood Cliffs, N. J. 


14. INVENTORY RECORDS by Henry M. Har- 
mon, Jr., C.P. A., Controller, Technical Measure- 
ment Corporation, North Haven, Conn. 

15. CASH DISBURSEMENTS by Charles L. Ty- 
rell, C.P. A., Manager, Management Advisory Serv- 
ice Department, Alexander Grant & Company, 
Chicago, III. 

16. CASH RECEIPTS by Theodore E. Boros , 
C.P. A., Manager, Ernst & Ernst, Cleveland, Ohio 

17. PRODUCTION COST SYSTEM RECORDS 

— JOB ORDER, ACTUAL COST by Ernest H. 
Weinwurm, Professor of Accounting , De Paul Uni- 
versity, Chicago, III. 

18. PRODUCTION COST SYSTEM RECORDS 

— JOB ORDER, STANDARD COST by Robert P. 
Keehn, President, Frye Manufacturing Company, 
San Francisco, Calif. 

19. PRODUCTION COST SYSTEM RECORDS — 
PROCESS, ACTUAL COST by Hugh H. Reid , 
C.P. A., Manager, Alexander Grant & Company, 
New York, N. Y. 

20. PRODUCTION COST SYSTEM RECORDS 

— PROCESS, ESTIMATED COST by Felix D. 
Kollaritsch, D.B.A., C.P. A., Associate Professor of 
Accounting, Ohio State University, Columbus, 
Ohio 

21. PRODUCTION COST SYSTEM RECORDS 

— PROCESS, STANDARD COSTS by J. J. Ste- 
phens, Partner, Administrative Services, Arthur 
Andersen & Company, New York, N. Y. 

22. DISTRIBUTION COST REPORTING by 

Harry F. Cavanaugh, Controller, Distribution- 
Sales Services Division, General Foods Corpora- 
tion, White Plains, N. Y. 

23. PRODUCTION CONTROL FORMS by Don- 
ald E. Ramlow, Director; and Eugene H. Wall, 
Senior Staff Consultant, A. T. Kearney & Com- 
pany, Chicago, III. 

24. FIXED ASSETS RECORDS by Gerome V . 
Giese, Vice President, American Appraisal Com- 
pany, Milwaukee , Wis. 

25. INSURANCE RECORDS, by Bruce H. Suter, 
Senior Consultant, Insurance Department, EBS 
Management Consultants Incorporated, New York, 
N. Y. 

26. EMPLOYEE BENEFIT RECORDS by Julius 
Perler, C.P. A., Los Angeles, Calif . 

27. RESEARCH AND DEVELOPMENT REC- 
ORDS by Norman Oxley , Associate Comptroller , 
Allied Chemical Corporation, New York, N. Y. 


CONFIRMATION OF IO-DAY FREE TRIAL OFFER 


HANDBOOK OF SUCCESSFUL OPERATING 
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Prentice-Hall, Inc., Business and Professional Books Division: 


□ YES, 


without charge of any kind. I would like to consult the Handbook. Please send 
^ it for ten days. At the end of that period, I shall either return it— and owe 
nothing— or else keep it and remit $19.95 (plus postage and handling*) in full payment. 


□ I already have access to the Handbook of Successful Operating Systems and 
HQ Procedures, with FORMS. 

□ I have no need for it at the present time. 


Name ... 
Company 


(please type or print) 
Signed 


Address 
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City State Zip Code 

* □ Check enclosed ; see below If I keep the book □ Bill me □ Bill my company 

* SAVE? If you send payment (plus tax where applicable) now, publisher pays postage and 

handling charges. Same return privilege as above; refund guaranteed. 
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